Handling Household Contacts
‘i “ COVID-19 Community Team Outreach

his revised job aid includes the latest iteration of the household feature as of May 7th, 2021.
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Tis revised job aid includes the latest iteration of the household feature as of May 7th, 2021.

Adding New Contacts to Your

Household

This process is for new contacts who have
not yet been entered in CCTO. See below for
adding existing contacts.

1. Always begin this process on the
household's profile to reduce data entry.
Select "Household Members" from the
top of the household profile to see any
existing members.

2. Select "New Contact” on the RIGHT of
the screen to add a new contact (who
does not currently exist in the system) to
this household.

3. Because you started from the “Household
Members" page, a New Contact screen
will appear with pre-populated
information from the household profile.
Input the remaining information about
your new contact or adjust any of the pre-
populated information as needed.

4. Click "Save and Close" when finished to
return to the “Household Members" page,
and repeat the process if necessary.
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Adding Existing Contacts to

Your Household

Note that existing contacts do not take on
household information when they become
members of a household, so it is always best
to create households first whenever
possible.

1. Begin on the contact’'s profile. Under
“Basic Info,” use the “Household" field to
search and select the household you
have created that applies to this contact.

2. Save your work.

3. Your contact will now appear as a
member of your household.
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NOTE: Always enter all the members of a household as separate contacts,
including as much information as possible about each individual. Each contact
will receive separate assessments.
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Reassigning & Deactivating
Households

1. Reassigning a household using the
"“Assign" button from the household
profile will reassign all its contacts.

Deactivating a household will not
deactivate any of the contacts within it.
Contact members must be deactivated
by profile after deactivating the
household. Similarly, deactivating all
household contacts will not deactivate
the household, and it must be
deactivated independently.

9 Deactivating members

2.

Indicating Household
Relationships

From the “Household Members" page on
your household profile, click a contact’s
name.

Under “Basic Info,” review the options
under the “Household Relationship” field
and select the option that applies to your
contact.

As a note, if you select “'Child under 13"
or “Child 13-17," you should also ensure
you have selected "Is Minor" and
provided schooling information in
“Demographic Info,” if applicable. You
may also wish to select “Requires Proxy"
for children under 13 whose assessments
will be completed by their parents.

Click “Save & Close" when finished with
your work, and repeat this process as
needed.
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Team Outreach

This revised job aid includes the latest iteration of the household feature as of May 7th, 2021.
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This revised job aid includes the latest iteration of the household feature as of May 7t", 2021.

Creating Phone Calls from a
Household Profile
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Users can create a phone call from within a
household profile and have it transfer onto R o
members’ individual contact/case profiles,

meaning that phone calls do not need to be

logged manually for each household member 9

while making a household call.
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5. After closing this call, you may notice an
extra phone call appearing on household Timeline / Activities
member profiles marked “SYSTEM Timeli
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